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word , excel , power .......)i,iil<-ll ,it"s Y I -jln- .,.t.+ Jl -:+"-Ji; -*:-r .,lc

. L;Jl .:,r .,1- - .lJl ,. ^l "- -+, j ( pgint

( d:Yt.+-*,lt) : ( Excel ) e"u* ut;*:Uri
:-,ljljL,l.,!ill3 Jjl5Jl .,-s iU$t ,* rrS:- ..; ,J:;+ +Jl <.r;JSlyt J5l ..\l -*U;. 9;

. \+lc "*r ,J1 3r_il .r-::l e l(jl. i-nl . ^-Yl ,:..,)\:LllJ A+LJI

.;Lr ..-11 nr.il"-!r -i'n zl n]-y ( WORKSHEET ) iur|rt 4.-s-_- C. _J.r.':lr _r

.iULlJl :c l3.ii !Jir1 :i,J;_.., el,:ill -Y



. ( CHARTS ) ailJl e:*it ..,1.' 3rr-r^ Jt(iL ..-,ur "rl J+; -r

;,trl"Jl ; -::.c al L if.. i)r.jl -,--s,+ :"^.- e.!; -o: ).iY jiJi(Jlul el 'r-i I -:
.;l-:lJ ilil

..!ljliili LiJ o+[ er-r a.ir.;J ;.il5.J -r

d..*Sl uiLe ; tr+l_,)

*-.ll '}}i .rr .rl ;i.-r jl . tr . _16.1 1,,<^,r )bOOklt;r -. -L.Sl J {:js -iL 5 -,-"^-i
: +ll;->l Lij.-.J Jjl. -ll (! _r-i;i-l 'vll t;, ^. L" ns-)+ -llr..r ;A :!i .rjJl -*ij
t- -,r G;_.5,1U )worksheets ( jrJrYl J, ) t ( :r .,Jc jr.,..-Jl g -.,.:; ..liS.r_e;eJl

-'a+ -irr.-.".rj )lr:^i.:r)l':Jl 4J J+.j 
=.:Jt 

;SJt .,.r; -LSt -lrii ijc n-J'J! .,.lc d.Lj
..,,1 

'-:lJ 4-,j[Jl i..-iJl ,ra,-a-ij 1 ^irr ui.L *l] 4.j-L) I iruljill :G '-Jl -'---5j -:ai .:]-i!l
.:,,l-r:ill J-.=l iiJjl _*il ; a-i!-- el \:i el:-:j-L -JJ 3-^.+ -}^5l .:i \l a-,t_}.!t . - 4irlJl

.+'.-l' .,, - jJ-' & -.1 .Jl -:l .j,_S+

: {ltur 'Y1 t+:.il^lt l-l :r'"'ts,

. tl .\l t:l :-:-:, ilU":-L [c r+ ;\ .ll a-l u-+ \ . . l- -l1..:...a1 & g.-u r;l 4ii]iJl irlJl:..aYl r-a

t<_.i (file name . xlsx ) u_s,S o:r.rl..cr \. .v ;l , ^)l j L"t (file name . xls ).rA.i
. a+ Ji)l .jlua^ r1 . il" uF i jJl E-U-.1;ll Jl . ^l +^j 'ls^l

e*Ulll ,J+i*ri crlf.lri ;t-,.,.,.tl*,

f^,,ti jlj.nl L\ :,*J! ir-r3 ( start ) LJ+l JIJ ek ll \JJ Gll ill Jiij -\
Jll ll4rY I ',.o :- -lc ; J-s,.r=',

.;;;,.1 /.^,G J + L)., ( Alt progr"r, ) uJill ,1- J'tiij -\

.( Mrcrosoftoffice Y''V ) .=Jc JL$q JrIa;UiJl ; -f

( Microsoft Excel Y ' . \/ ) iilc. Jl '.rlL Jsii dtill "$ ..rs g-l;,..,Jl 9l JJ.c -13:,3 .Lr)[j - i



sheetl , sheet2, ) e*! iL,--i," -h. ilJ;l n)Li .," .t S+i .:1-:!+\1 -r" 6;G J.,r.,.-.ll

(sheet3

1* .tA: llilii.li ( uookl ) a-! +-+ -iL rl .ir..,.-- ;Lil ai, g.-U;Jl 63,a -c

f i.rt!r-l;j -- ,- - . -; i,. -.-.. f;.- ., -lir.EllriEufl=*

: ( Excel r . . V )6.\iU ti+. O-rsi 9:.l1 
;.J-.,I*,Y! ;i.atill ;ir;t*,,,.

: .r-r it-I.riYl -r r.s ar g.-UJCI aa;13 .1351:

: ( title bar ) OlJill !J.n . \

i: ^^ --:! -=--.; _;sJt i, ^-';r..-c _Jc \:,-is. j:*t ;"JJ "i+,Jl Jc.lJ:-..,_'l' l- ;A
,el+ i_* ,--yl .,G +_.. 6-'i .ir:-Jr r:.- -; ( bookl ) e-l t t+ ( excel ) ;u +-+

e. CjiiJl . ti ^"11 ell (J]c +l-,_tl o_)Jl J j_.,1 Jldl 
-L,r-;t 

_;l , 
"leJl 

_L; J:



!+i-llr -itill 3j;LE^ -.t ;.-.+ L---1Jt ;* ;r!t c r+ L.' . J ,t , ^yt a-- j J[ll f-tr] r-l
( office ) L:+l =L J-j+ ]+jJl -* rr-,-.rl oi Ll r +,Sll3

' ri

-l

l+-tl (*J. ilJill l-J.il ^.il i-ir':t3 . .:Jljl,,JYl .*l a:!t J.-rl i'i1 '"1\ JdJ
ejJr t)ti)l l,lrjl Lr-,,;*: 

--^.+; ( Quick Access Toolbar)1;lt J.r.!l

,.' +,, , r' :; +-f i; -:- i -; ]-+ t* ,j rd ,i riii*!, .+ -'ii ,-j :. +Li -- r! i : E+ .-r
,, -. . :...:$:+i_,._:,

: .1t liJl 4_Fl3t ( Ribbon )b-r. -t

( new , open , save , save as , print............) -:trt'.,1 q+ o^'G 
'J]o ;-J.j Jt,



.:l;l r'^Yl d.-.rl3rYl U_xireldl -pa-r.,,:a-ri!-i ;9:.ll_9. ii.^J1 -.lci i-.2rtJ.lt
.-)S;-t J L"S ,t-,1>i ,;)t; .,Jc I :;Jt t:a ;.p:. aqLJt

\ \{lI l\,l\ /Fti,Vgirat I v\rl rJCrl ,

( 6:*:t g>!Xt ol3rl Jr.,--,;& c+:: )

(Formula bar ) +*-!-,tl ii+..all L:+.:. -l
.h-j.jll etj+t

l.-LJl _.;.1;Yl Jl Jr..-_Jl a6^: \+ _,,*Jt :..,.r -l+!t .l,i *j ;F Tab .,a;iiJt L)ir..r
.!H

4l-rii-,--.,tc. 
" +-,j 4_, ;_9S" Jr COmmandS _rl-5yl.r



'..:iii\ 
e,.I ,i k*br-! iiila].il ;.1_9Yl ; -_i.+- .r ;=)!.\s, *ll Grops .rLcJ-Jl .r

Quick Access Toolbar e-)*,Jl e)!Yl cl3rl .!;,n .r

t-u 1;q; iiJ- Jl ....rtjL! ,,c 31.+" ;.rS l:l iL;Jl 4:,!iJl .:l:.i.:- -;;*; -;:ll !_,,:t +_;

.alUjll iJJl pl ,_;;*=s L-,Jl j,^ *jr3l e jJl l-l LlJ3l ;* JsYl ; Lll _,-+ L+

: ( Scroll bar ) 6-Lltt b^i't

J.sil L"-x_r ,jrj... hi L^.r r . i-:'!-ll :u.:l -* ;Sl i..:-Jl iLjl ;;$ L:-,c a.- r ...,

..L,c- -1, --.

: ( Status bar) alts:t l",,r; -'
4ll-. ,c 6 '-a- it _J,- Jl ,;irGYL. :i ^.\t -r* c_h _es_;;SUl J"-l l+JJl l_,r x]+

. _;:_xJl . :i. ^^\l ,^i- Hi-.-i J .+Sj Lr;- _! +>.-+,:llSJ 4lLJl . it ^^\l

I

I



: (Work Sheet )cJalliS-,u : lnu

) Work sheet ( J". .slt:l *-L + -.= ) Excel ( e.Ur r.j. :\...p i.,;!c ) Book ( .-ii.-Jt
: .,JUr o j.sii 4!Jr Js J."e jtrrt :..,X:.-,,

eLiJYl-j qll -rL+; J;l:.lt *j \i!l +Js -rlt lj)t:ll r-;-..,,^ _J: : ) Rows ( *i -iJl )-\
excel r "r (;l:..-l jj.jdll :r )ii^i,-,-eL_;.rJl ;l-:.-l ..,..-. ;rr:.., J.-y | .j.r :J: (:A_.r

.( a- , .:,\cvi (+ ) excel 2oo7 (;t:...-t iL"t ) .t_ 13cr1 (.a )

'*-"J1 _,r-f-s Ji.+ll -s !.:y' :-t.,i !)t'.ll (J. L io. ,,_-r, : ) Columns ( i:^cyl )-r
Y..r ) Jl ,.^l ,.j !:-c-Yl r:c. )ij.^! e-L!l Jl ..^i .., -. il:iJ:\..Y1 i-r :-:r:;_eS;-5 -l,jalt

. ( :j..c r lrAi) 3e (excel \. .\,) Jt \ ^l .r! L"t ) r_;xc \ci ( _.i ( excel

; i:lJt i+-x.r^+ ;lp UJ -i;l .,-:"-Jl Crr -,c s-,'r. irr: : (Cell ) a,rlJl -r
. I ^11 1'-.r a:jl-e I. Jt -:,-: j Jt ( 87 ) J. Ct9._iJ-: J-.r_S+r ( Reference number

. : "Jl -l i -_.irir -l ;-!it j.+ )_5

'e-I+r. :. ^ C-.r^' +'..i.p !-.r!c JJS Jl i..lJl _-.r; : ( Active cell ) ilLjtt i_.Llt )_:
. .:\:il .)lr..i. .Y 3ja,r-: .JJSJ . 4i,:!jl L+Jl _Lj- *j k^t

Jr ;"_r -.,tii..:ll *+ tl .il Jl E+ .;:ll jlul 9 .;:Jt :(Cell Range ) !)L,Jt ;:- 1_c

:tlir J])r

. :-rt; jLo; L,.iir <;l[.:^ +)ti..r; S+l : ( Horizontal range ).rii) I g:Jl y3

. :.:13 r3...c J: !: r^. +J[^; :)\- e-;_-S!3 : ( Vertical range ) .;rj*Jl .;:ll )b

l+:..c. !Jl.i ':)l-.x.r-S+; : ( Horizontal and Vertical range ) .;rJ^-jlr.riiiyt ;:Jl )c
\l . ,l ir,,!i!l ,.. __ - . -J

10



ti,

i+Ej)l ;ol3Yl3 JSlJFll dJllS: i-o:ti 9t ,.rt d;."SYl ll$i-"| 1'.i5 6n:9.J : V3t

;ltjJljt:.ll tsU diJli-:t3 q.s:3

; S!; ,c)LJl J-lrY ti't JFI iri:'l g-rL i.rc.rl ^ll .:15 'll ;:-=l eF (t):s; J,.-
j--r i-rj ..,.,L irlllj !1l.+-,i13 ;UlJi 4 ELr.,l -)Sl;- ..-j)ti -* aSJ,ijl siA G-g +l t. -ll ill+IJl
l+)L"c C^ 45 Jl .:iL-., .:..,1 i!,ll ;:-l Dt-;. .,+_rll t5lc Y -,- r, Y -- i \ _- ,r_,1! #

'iJUl j lrYl +rJ .Jc

. jl ,ll .:. l.ll J" P, 3J+ Y . -[i]) r . \ ).i

. e;Yl .-,.:Jl ;.y i rL3,+.=:. atij) \.\ j-i
.',i;Jl ,'it1 -* 4ill 5' -''ij) \'f j,"i

.11 )I' .:. 
, i\l -* -:r r J J'.-_- J, zLi..,! ' . i .*i

; jYs 6-;ilt ,:!Jr j)ti 4ot: tl 4ilsll 6ul+ lijlsJ

;;.i;_.:. 6;dlr .rl_9*. 
,\

15 r....('.' )
;rii r.... (r,t)-,;*yt
y.r.,, 1r.r) ryt.l

1t. t) rYt it+lt_l

lld., 'J{t 
4e}r.l:.: ,,,

4?q A irl,.$ .,;gl d.-U.

d*i,i.llt 6lel-,, c{ -E3

4..('t.l).r.yl iiLitl
1t . t )'*Ylr i;!.*ll ,j,s

11,



-*Yrr ieL t o. .

-llllJ iel,-" v. ; 1\ .f) .

.ipt-,t...(t.r).. . :,'

;rYt "-+ 
4.,,.!. t ,tv: . .

!b rr...(r.\)
A^.,. (r.t) yYt_r

(\ .r) yYl: 4*b

) -*Ytr +++ itt"
. e..,,:, rf .. .(1. i

;*Yt "'oitq!; 
tt.r..

4I+ r.1.. (\.\)
r..... (t.t ) rYls
(r .f ) '}^vtr i+
yJl .Ft+f 4.,,.i.o....

.(\.r)

f o.a 6Ell JSJ.

: SJ.rlrr -E ll 4.cU,o litS.f

f a-1a 6till js,r I gp6tijt 'S.x !,tre$lisy
e t A' . . .

6A....

c^o' . .

Gl16. . .

6r.... c& r-".!.;Sls:
.,1sllll

61 .. . . 0'. 4.-..-a!. lilsj
6urill tL.!i

1.. i.cl-,t o.. lcf -fy
1.. 4ot-0.,. ycf 

-F-r
r... 4oUtr.,. l'crly

:(Er)l _,S1-,r oi ,:Vf t ,I+i.:i .iLel-, . i

l.t.;ri t.r.;ri \.yli t.rJii ,/t-+! 
,

12



EXCEL XP 6-uy ..lrii-,tr (t) +i d. :'+tj

'. 'Jl -lc j'J^:)t"

!,j is;dt 6..,ti!tj ._.r):r- \l Jl J-i-!l . &LJr .rj.xl J= J .-Lsl e.,^rij .:lJi il .. i ,L

:4luil .:..,1 ,.tJl-J JiJl 4iJr

-lL:l ! )En ,q-,i Ltsll ej ls LJ.'r:il !)Lill J+ :lJrj " .:)tLs:Jl " a=J1Yt it-Jtr,t1 JL::l ;.1
",.61.)r -4K r& " i"ls 4+ES j ri -.r'i;r U A ilLr Al LL= 

-J ;.r:), 
. ;.rrl-sj :rJ;j :i^ls

p.', Lr;9.,-'Y :ij\-\l i+ !)LJl -!-1:4i1-:Sl !+-;l r" -l5l --L; -S-3 . JL-.:\ I eJ -rs.,J h
:r *ll ;:Jl -}J:l ;il i Ji-Jl -,--. oLlii L: ^ll .Ji jl L:-Yl , .,4Y I !;Lr-l )) 1 ..^

!)Li " j.)l jsJ _:i ---!j ,:..rlri)r Lji _* .L:-_.] " !t:)'1 ;jj ; .;)r--.lr ; Alit 'i LES| L:r...j

,,c :j-- -t- "i 
n ':" L'.Li i----i "; .r ,jl r-.r pr '* " 5l:r,-' " JUij j " _t-.i " +^,s _* "Y' )

r'++ll ,*ij..,J.",.jl 4iJr 9\.q.i1l3 LLsllt nul::t\l LtiS i tr$r .jitr^ -P.',,r 
n :rr-r1l

.4iL'r-Jl

i,JJr-,, ..)Arlrr r _- asl Js,n r.r Jj ..sljrYt _r)rJ;F,^t1 :tlt ;,j1! -ll J_,...-J.J.i

ler:,Jl3l al:l-Jl .,,i<r D9

.F$e-($B$e+SC$e)/2$

jS! iJlul rlll .5 .;1*.1) - \ ,* eul :S_n \ .r J.ll rJ-:r,-ll -:l Jr iils;i ji -i
\3,... - \(\.\)J.I ij;rl^il :lll .i+ r.\ :,"X i;-1,^ll :lll ..J) - \ .r.a eLirt

.:lfl :rr,,1 * E7 +Jitt Jl 4-!..,Ur 1JJUI a--l+r.\.,.. - y/(^.,. * \-... _

l+Uatt .lryr ijJsj *rrtr +:.IS:yt d:i..ijjt: l.:lE

-LJ1 .:r',l'c.L:h+l; , E10 i,LrlL !JnJ.lt; \ _,- 3r.r,l _s_n \.: .r +tij)l ,,")l 5Jj,J1. \

. 4-iirtJl 4r..,Jtll _"+ E15 4_,1-rJL ilu-llj \ _,a al-!l Js-)+ \ . r j,"X JilrJl

\H "!rll 
:iljr- Jt ...i<r r'r i,lJ! sJ.ALLltJ r _- 31'Jl Js! 3_Fut -,:+)t i.Jl J-rru. r

.{cLll J-i -)-- x ,pL,^l -kJl .:,tcL rjc, - !J*Lj .r.l ,:.., ,i ji F13 \ I r .

LiH 4+ltjll aJ:Ul .,,;<r F5 Lt tt_., JaU.llJ i..,-tjjy I ,,"tjyl !:]l\J jrc t_,^-\. Jl J-r4.r
.-,-+.:,Jj)l _j:j)* J. : .5'iijrJl C-_Jl 3r;i i! ,i . - sUm (85 E5
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;rl:Llt l+..,.t<r 836 i-,lJl-., gLLll.e \ ..,,- etrl ;JJ;Jj,t- L ._,-......, _l+-:., J.--^:l:,rY.:
..:rYYl Jfn.r ,:.rLcL .::.c €ljijYl jS! i .t .--..--., - JL,-JI J:,- ;i -ji - F17lF21 :4dtt

. gLI)l -.fl-.';- orlt Jr.-:tt J:,-:.-l 1a--s..,-llJl ;*l1_i

'+,JSl il:1*.".11 ',..-., ,t(i B39 a.,IJL _.pU"Jl1 \ . \ .r+\j.\ | _r)U e .i .-ra..--r.,,1 :-\.:

_L-Jt J.:,- X .5+1,-Yl

D40, E40, B,41 ,041 . E41 ,C40 MB40, E39, i\ r-,)\ill ii.,LJr il:r--rr ci r+_r

.zl!)l _,Sl>" C,r-++ 4j+E:).. I rFlJYl jr.il e .t .-d :$! :iJ.:3 D39. C39

fi = Sum :1 :1 .rJEll il:'Jl \p..,r<t C60 i-,lJ_ l-., iJ.!,Ujl r \ . \ J.")d _,-:i:L:.,Y .-r

. )")U ., .a .-,- .-i + j,"X ! j-l-* JFi ..:, + I)U !-1.:l-,-:le. .,--.,, - ;,")l .-,-.:3r
863/:U:Jt il:l.,lr \r.,,<,D63f.i:jt-,_2rLHt r\.';+',tl 35il .ir.a.Jl J-:*--il.\'

i'' - '.;aYl -:.:l:.:; ::c. / y)lJ _- .i - -,.-SYl jJ)l 3r-,! ..]l .r.jl .jl . - C63

iJ:'u,Jl l-i-., o+L:,) | .,i;(r 869 ir\rlL r;aLul, 1 . \ j4)U .!l+;l .:lrlll Jl Jr-,J. A

Cli -)'*. J^Yl ,.1. i-ri^ll ilr.:'rl r:e - ;r")J .'r--,Jt ....1:l;) ;i .ji . - E63 * 86 :a+31

..-.,.,i 3i ad 25 ..'1<, B75 a-'lSu r-rLLil; Ll;Jt r . \ ,.)U ._,- .- Jl J_*4 \ .:,\il
AijS E63 - D63 :+JEll il:LJl \p L1* x 4-cL.,.Jl -:lr'Jl :- - - 1l-Jl -+u,Y I ;*)U,,-

.-,;*Yl .,1^ 3:r-Jl

c73_C79=.: r::. :,i<i CgO i-,.:.tr-, ALLI,q,!ji!r -. , -l^- _lr J*Jl t

.a..;-J' ,*t l)U _-.- - :l+.,-Jl --r:l,t' - *)-,;..:i!, :t, J^:-:l _:l

.ri .ri =C83-Cg0 4l,,jtt iJ:L-Ji !-r..,,<,Cg4,i.,J.J.:;LLJr-e 3+Jl _,- *tl J_r.J.\.
.{i.,U .rlirJ: - }i-ll ;:J J,=,- _ C;jt -jL-

'+Jlll ij:Lll lrr..r .. r;<r D87 a_:j:.Jt_., ;y,J.Jl_, r , \ _r I iJ-il1 Jil .t_r_,! - Jl J}-d. r t
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887 - C87

''.lj.rrl :jc-) ,-)l i )ii .rjjn -a\:5.j * -.r+..:r\-l ,,")rl 3J!ll ;=l ..t; _rn .-i;i ;r
.;."Yl J. r:-- jll ..: .e X (4++!Jl

iJul il:Lll + . 't<, E72 a$\-J ;,rttll_e \ . 1 .s+tiJ)l ;*)lJ i;L^.-. ;i 3it JJ J_:.-J. \ Y

:

.*r JYr j+ 3j-i .i :!; +j-!,: i72 ,H72, G72 , F72 l;)tiJJ..r;r tt U:r"ll :-' i1:.:
4-.1-!1.-! ) |

td l 'liiJ ,-L.si 
6.-cLi;,r crY.rk-c

-! ta"t 'r':.1 =+ Jl iJi t.-l:'j; €i;d ai_i., Jl JiJl jlj;i 4:Jri.ll Jll-i, ^\l *-.: J+E
i i ,'.il] ,- q-: ,c LLJI : .:lt !r r- i.:L'-;: ,l . '- . -ii --,'Jl rls , c.,LJr '" 

".-,-l.: 
-2 i_ / 

=/) 
- - I v. \: / v.

.. r:) l 4!lJ i! )-

: dE^tt Jr

.ra.

:

.t

:1,1.'.,1,

--- rAa

lopa-

':: I !

..
.

.
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